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Client Enrichment Series 

Welcome to today’s presentation on  
A Demonstration of Electronic Occupancy Agreements (eOA)  

The presentation will start at 2PM Eastern Time 

 
Note: Phones are automatically muted during the presentation.  
 

You can send questions and comments to the host and presenters via the “Chat” 
pane - we will answer as many questions as possible during the  presentation.  
 

All questions will be captured, and a formal Q&A document will be posted on 
our website, along with this slide deck and session recording - www.gsa.gov/ces   

GSA Public Buildings Service 

http://www.gsa.gov/ces
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Presenter and Host for Today 

Client Enrichment Series 
Demonstration of the Electronic Occupancy Agreement  

(eOA) Online Tool 
 

Presented By: 
Steven Peters 
Portfolio Management 
Specialist 
Real Property Asset 
Management 
GSA PBS Central Office 

 
 

 

Hosted By: 
James Fotopoulos 
Regional Planning 
Manager 
Customer Engagement 
GSA PBS Heartland 
Region (R6) 

 
 

 

GSA Public Buildings Service 
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eOA Demo – Agenda 

• Introduction  
• Requesting Access to eOA 
• Basic Site Navigation  
• Searching for Agency Specific OA’s 
• Reviewing OA Details 

•  OA Rates History 
•  Financial Summary 
•  Signed Agreement 
•  Preview Bill 
•  Combined Signed Agreement and Financial Summary 

• eOA Operation and Maintenance 
• Troubleshooting eOA 
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 eOA Application 
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How to Request Access to eOA 

eOA User Account Request Process 
1. Go to http://www.gsa.gov/portal/content/242871 
2. Complete the  eOA User Account Request Form. 
3. Send completed form to eoa-support@gsa.gov from your 

.gov email address. 
4. Each request must be submitted from individual user 

email address. 

http://www.gsa.gov/portal/getMediaData?mediaId=242851
mailto:eoa-support@gsa.gov
mailto:eoa-support@gsa.gov
mailto:eoa-support@gsa.gov
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Accessing eOA - PBS Portal Extranet Log On Page 
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Logging On to eOA 

Click to logon with One-Time Password 
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Logging On to eOA – Log in Screen 

Enter username and password, and click Continue. 
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Logging On to eOA – Screen 1 

After clicking “Continue”, you will get the following two screens. 
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Logging On to eOA – Screen 2 
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Logging On to eOA – Enter PIN 

When you get the third screen (below), check your Agency email for the 5-digit 
pin, then enter it in the textbox and click “Enter”. 
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Logging On to eOA – PBS Portal 

You will be taken to the PBS Portal.  Select the eOA icon  from the list of Extranet 
Applications. 
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Logging On to eOA – Select eOA Icon 

 Select the eOA icon to access the eOA application. 
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Navigating eOA 

After the eOA application launches, the eOA Home Page Screen displays the OA 
search section and left navigation. 
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Navigating eOA - Features 

Available eOA Features (with read only access): 

•  OA Quick Search 

•  Left Navigation 

•  Home: Links to the home page, which in turn opens the Search screen. 

•  Search: Links to the OA Search screen. 

•  Reports: Links to the following four documents: 

•  Financial Summary 

•  Signed Agreement 

•  Preview Bill 

•  Combined Signed Agreement and Financial Summary 

 
 
 
 



16 

Searching for OAs 

 
•  Once a search has been submitted, a screen containing the 
OA search results listings will appear under the Search 
criteria.  

 
•  The number of search results found is listed as well as the 
number of rows displayed per page. 
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OA Search Results 
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Reviewing OA Details 

•  To view the details of an OA, click on the OA Number in the OA Search 
results. This will open a screen with the OA Details.  
 
•  The OA Details contains various OA information such as Location, 
Space/Parking, Rates, Joint Use charges, Billing Adjustments, Escalations, 
Tenant Improvements and Forced Move. 
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Reviewing OA Details - Chronology 
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Reviewing OA Details – Rates, Escalations, 
Adjustments 
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Reviewing OA Details – Tenant 
Imporvements, Misc., Forced Move 
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Reviewing OA Rates History 

The Rates History screen contains all billed charges on an OA,  
including current and future billed charges.  
 
To view the Rates History, click on Rates History on the OA 
Details screen. A pop-up screen will open where all the OA 
rates (including Joint Use rates) are listed. 
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Rates History Report 
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Reviewing the OA Financial Summary 

•  The Financial Summary Report (FSR) displays financial 
details of the Occupancy Agreement (space and rates paid). 
 

•  From the Left Menu Bar, click Reports, and then click 
Financial Summary. The Financial Summary Document 
Criteria section will open as a pop-window within the left-
menu. Enter valid information into one or more of the search 
criteria fields.  
 

•  Click Generate to generate the document or Reset to erase 
your criteria selection. To download a PDF version of the 
document, click on the PDF icon. 
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Financial Summary Document 
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Reviewing the Signed Agreement 

•  The Signed Agreement report displays the agreement 
between GSA and the client agency. It is generated to provide a 
signed copy of the Occupancy Agreement in the form of a 
report. 
 

•  From the Left Menu Bar, click Reports, and then click Signed 
Agreement. The Signed Agreement Document Criteria section 
will open as a pop-window within the left-menu. Enter valid 
information into one or more of the search criteria fields.  
 

•  Click Generate to generate the document or Reset to erase 
your criteria selection. To download a PDF version of the 
document, click on the PDF icon. 
 
 
 



27 

Generated Signed Agreement 
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Reviewing the Preview Bill 

•  The OA Preview Bill report displays financial details of the OA 
(space and rates paid) for a specified month.  eOA features a search 
section to generate Preview Bill documents. 
 

•  Preview Bill Criteria 
From the Left Menu Bar, click Reports, and then click Preview Bill. 
The Preview Bill Report Criteria section will open as a pop-window 
within the left-menu. 
 

•  Enter valid information into one or more of the search criteria 
fields. 
Click Generate to generate the document or Reset to erase your 
criteria selection. To download a PDF version of the document, click 
on the PDF icon. 
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Generated Preview Bill  
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Reviewing the Combined Signed Agreement 
& Financial Summary Documents 

•  A combination of the Signed Agreement and the Financial Summary reports and 
is frequently referred to as the Combined Report. A user may view this report in 
Adobe Acrobat format ( PDF). 
 

•  The Combined Report can be generated for one OA or all OAs, for a specific 
Agency or Location Code.  eOA features a search section to generate Combined 

Signed Agreement and Financial Summary documents.  
 

•  From the Left Menu Bar, click Reports, and then click Combined Report. The 
Signed Agreement and Financial Summary Report Criteria section will open as a 
pop-window within the left-menu. 
 

•  Enter valid information into one or more of the search criteria fields. 
Click Generate to generate the document or Reset to erase your criteria 
selection. 
The PDF version of the document will display. 
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Combined Signed Agreement & Financial 
Summary Document 
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eOA Operating and Maintenance –  
User Activities 

1. Keep an active extranet Portal account. 
 

1. Participate in the user role recertification that occurs 
yearly. 
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eOA Troubleshooting 

•  eOA will display error messages on the screen to indicate what 
validations failed or conditions were not met in order to process the 
requested user action. 
 
•  If system problems occur, shut down your current browser window 
(click on the X in the top right corner of your browser window) and re-
launch it from the eOA icon on the Portal.  You may also review the eOA 
user manual for additional information. eOA User Manual  
 

•  eOA Technical Assistance: 
COPBSApp@gsa.gov 
Local Number: (202) 219-1054 
National Number: 866-367-7878 

 
 
 
 

https://www.gsa.gov/cdnstatic/eOA_User_Manual.pdf
mailto:COPBSApp@gsa.gov
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Electronic Occupancy Agreements (eOA) 

• Electronic Occupancy Agreements Website: 
http://www.gsa.gov/portal/content/242871 

 
 

• eOA Technical Assistance: 
COPBSApp@gsa.gov 
Local Number: (202) 219-1054 
National Number: 866-367-7878 

 
 
 
 

http://www.gsa.gov/portal/content/242871
mailto:COPBSApp@gsa.gov
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Depending on Your Need... 
PBS Customer Dashboard vs eOA vs Rent on the Web 

PBS Customer 

Dashboard 

 
New tool - in early limited release 

for beta testing. Future CES 

session planned for FY19 Q2 

 
Will contains current, Final OA’s 

only and basic information 

 

Will provide summary OA data 

 

Will offer an visual overview - 

charts, maps and planning 

milestone information 

eOA 

 
Contains both Final and Closed 

(Terminated) OAs 

 

Contains full details of the OA,    

including square footage history, 

current, future and past rates, 

 joint use charges, 

billing adjustments 

and contact information 

 

Rent on the Web 

 
Historical monthly billing for 

any given month 

 

Provides detailed spreadsheets 

with all past amounts, but no 

visibility into future billing rates 

Complementary tools to help you manage your space assignments 

and understand your rent  

 

https://www.gsa.gov/cdnstatic/PBS Customer Dashboard.pdf
https://www.gsa.gov/cdnstatic/PBS Customer Dashboard.pdf
https://extportal.pbs.gsa.gov/eOA
https://www.pbs-billing.gsa.gov/ROW/
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Questions? 

Questions? 
 

Steven Peters 
Portfolio Management Specialist 

 Real Property Asset Management 
  GSA PBS Central Office 
 steve.peters@gsa.gov 
 215-446-4670 

 

Thank you for joining us today for a 

A Demonstration of the  
Electronic Occupancy Agreement (eOA) Tool 

mailto:steve.peters@gsa.gov
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Upcoming Sessions 

 
Join us in October For... 

Ring in the New Fiscal Year With eRETA!  
Tuesday, October 9th   1pm-3pm Eastern 

Register Now 
 

and 

Cost Management  - A Holistic Approach 
Thursday, October 18    1pm-3pm Eastern 

Register Now 

 
 

We’re on                         !   Bookmark and binge watch all your favorite CES sessions  
www.gsa.gov/ces 

ClientEnrichmentSeries@gsa.gov 

GSA Public Buildings Service 

https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/shared/default_template/event_landing.html?sco-id=131854131&_charset_=utf-8
https://meetcqpub1.gsa.gov/content/connect/c1/7/en/events/event/shared/default_template/event_landing.html?sco-id=139206774&_charset_=utf-8
https://www.youtube.com/playlist?list=PLvdwyPgXnxxXtIR2l3cSAtkf9h32Ul3r5
http://www.gsa.gov/ces
mailto:ClientEnrichmentSeries@gsa.gov

